I 





' r 



Thomas E. Umphrey 

President 

MEMORANDUM 


TO: 

FROM: 

RE: 

DATE: 


Faculty 
Humphrey L 
Admissions 




Students 


June 19, 1990 



This memorandum is to inform you of some recent changes in the 
student services office on our 15th Street campus# 

First of all, we have separated the records functions and con¬ 
solidated this to the Skyland campus. We will no longer maintain two 
separate student files. All records, (applications, transcripts, 
test scores, etc.) will be stored on the Skyland campus. If you need 
information on a student, much of this can be accessed by computer 
(CASTS system) in the admissions office. If a hard copy is required, 
the two campuses are connected by FAX machines. 

The admissions office on 15th Street will continue in the following 
functions: 

1) Processing applications to all programs 

2) Disseminating information on programs 

3) Disseminating financial aid information 

4) Receiving SER reports for Pell Grants 

5) Testing, counseling students without high school diplomas 

6) Interpreting test scores and counseling practical nursing 
student applicants 

7) Teaching orientation 

At the present time, the registration process will be held in each 
respective campus. We will try to register the majority of students on 

their campus at designated times. 
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(2) Consolidation of financial aid office - the financial aid office 

is now located on the Skyland campus. This change was done for 
several reasons (proximity of business office and new financial 
aid procedures). The admissions counselor, Thomas Taylor will 
be trained in the basic financial aid information, to provide 

an on campus individual. 

(3) Joan Kempster will be assisting me from the Skyland campus. Two 

of her major responsibilities will be evalualtion of transfer 
credit and graduation applications from both campuses. She will 
have duties on both campuses. As my assistant, she will represent 
me in disciplinary procedures or any other aspect of student 
services on either campus. 

(4) Testing, Orientation, and Counseling Center will be located on^ 

the Skyland campus. The only exception will be the apticom which 
will be used to test students on 15th Street. 


Please be assured that 
the 15th Street campus, but 
these decisions. 


we will provide comprehensive services for 
budgetary and personnel limitations dictate 






